Case Status Summary

1. Introduction

The “ Case Status Summary” window performs multiple functions.
The first function is to add the application form to the Request For
Information (RFI), and the second is to print the application form
when a telephone interview is completed. You will return to this
window to complete the editing process prior to dispositioning a
case, too. You may run the edits at any time to help ensure you
have answered all the mandatory questions, verified all required
fields and added any necessary verification requests to the RFI.
Directions for adding the application to the RFI and/or printing the
application will be covered later in this chapter.

The “Case Status Summary” window functions as a To Do List for
each case. It identifies areas of mandatory entry that are not
completed. The categories identifying the areas requiring
correction or resolution are:

Edits

Forms

Referrals

Request For Information
Verifications

2. Case Status Summary
The six fields/grids in the “Case Status Summary” window are

Program

Current control date only
From (calendar)
Through (calendar)
Directory Tree

Case Status Detalil



] % Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751)

Program: IALL PROGRAMS !‘ Current contol date onlps b From: [ J0249/2004 — | Through: T [D2/18/2008 - — | Pro grams
¥ Case Status cortrol Ot | category | Description | verineot |- N
-- Reguest for Information SIMPSON, BART Detail |
2102005  Werfication  AGE 21302005 =
2102008 Verfication  CHILD SUPPORT Dy erride |
2M52005  Verfication  MARITAL STATUS ]
2152008 Werfication  SSN i
2152005 Werfication  WILLING TO PAY PREMILM 21352005 Case
2Mi2008  Merfication  THIRD PARTY LIABILITY | Statu s
2M02005  Werfication  STUDEMT .
2102008 Verfication  STUDEMT Detall
SIMPSON, HOMER —
Referral S5-6-Social securty number application request = M
2M 12005 Verfication  AGE 21302005 Hts & Farms |
2152008 Verfication  EMROLLMENT CHOICE 21352008 =
2002005 Verfication  EMROLLMENT CHQICE 2532005 |  ddtoRF |
1 | o7
Unresolved Find | oK |
A detailed description of each of the fields follows.
e Program Allows you to select the program you wish to

edit. ACE will default to “All Programs”. Use
the ¥ (down arrow) to view the other available
programs known to the customer.

e Current control fthe O (box) has a v (check mark) in it, ACE

date only will only edit for the current control date. Not
used for KidsCare.
e From The Q (box) and drop down calendar are

enabled when “ Current control date only” is
not checked. Not used for KidsCare.

| ~! =4 Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751)

Program: [4LL PROGRAMS 1urrent conitral date only: v Fram: T |D2.f’1 92004 _| Through: T |D2x"| B/2006 _| P
I j .......................................... « \ rogram

-- Caze Status Cortral Ot I Category\l\ Descnptlon Merify Dt | -
-- Request for Information
PSON, BART — From
2172006 Verfication  AGE 20372005
2172008  Merfication  CHILD SUPPORT Diermide |

20112005 Verfication  MARITAL STATUS
20 /2005 ‘erffication  SSM Refresh List
2412005 Verfication  WILLING TO PAY PREMILM 2312005
2012006 Verfication  THIRD PARTY LIABILITY

2012005 Verfication  STUDENT

Current
Gestear |~ control

2172005 Verfication | STUDENT date only
SIMPSON, HOMER ot
Referral 55-5-Social zecurity number application request MI
2152005 Werfication  AGE 21352005 Fiots & Forms |
2112008 Verfication  EMROLLMENT CHOICE 2/3£2005

2172005 Verfication  EMROLLMENT CHOICE 21372005 vI Add ko BFI |
»

all |

Unresalved i | oK |




e Through The Q (box) and drop down calendar are
enabled when “Current control date only” is
not checked. Not used for KidsCare.

e Directory Tree Displays a list of all group members in a
directory tree, and provides a tree directory
for edits, forms, referrals, RFls, and
verifications.

h.Case tatus Summary (HOMER SIMPSON - APPLICANT - 100061751) - =
Program: IALL PROGRAMS 'l Cumrent conbal date onle. W Frome T |D2.=’19.:"2DD4 'l Through 02/18/2006 -
i = cortrol Ot | category | Description | eriy ot |j
SIMPSON, BART SIMPSON, BART ¥ Through
SIMPSON, HOMER. 2102006 Verfication  AGE 2032005 ﬂl
SIMPZOR, LISA 2005 Verfication  CHILD SUPPORT Dyerride |
! SIMPSON, MARGE 2112005 Verficam L STATUS
- Regquest for Information IMI2006  Verfication  SSM Befresh List |
20112006 Verfication  WILLING TO PAY PREMILIM .
2012008 Verfication  THIRD PARTY LIABILITY " Directory
202005 Verficaton  STUDENT Lzt @it Tree
202005 Verfication  STUDENT
SIMPSON, HOMER —
21/2005  Farm WAGES %
Referral 55-5-5ocial security number application request
2012005 Verfication  AGE 2152005 Ml
242005 Verfication  EMROLLMENT CHOICE 21312005 | AddtoRFl |
1] | Ll_l
Unrezolved Eind | oK |

Case Status
Detail

e Control Dt

e Category

e Description

e Verify Dt

Displays detailed information on the
verifications, edits, referrals, RFIs, and forms.
The “Case Status Detail” contains the
following fields:

Displays the control date for which the
correction is needed.

Displays the type of category. For
example: RFI, edits, referrals,
verifications, etc.

Describes what the missing information
is. For example: Wages.

Displays the date the verification was
completed.



e Resolved

Displays the resolution date entered on

the “Referral” detail window.

2% Case Status Summary {HOMER SIMPSON - APPLICANT - 100061751}
Pragram: I.t’-‘ALL PROGRAMS 'l Cument conbol date only. W From: |D2.f’1 942004 'l Through: = |D2x"l 2/2006 'I
N

cortrol 0t | category | Description | weriy ot |2
SIMPSON, BART SIMPSON, BART - |
SIMPSON, HOMER IMI2005  Verfication  AGE 21312005 =
SIMPEON, LISA 202005 erfication | CHILD SUPPORT Oerride
- SIMPSON, MARGE 2002006 Verfication  MARITAL STATUS
(- Request for Information 2H12005  Verfication 55N
21/2008  Verfication  WILLING TO PAY PREMILM 2132005
2102008 Verficstion  THIRD PARTY LISBILITY
2102006 erfication  STUDENT
2102006  erfication  STUDENT
SIMPSON, HOMER -
21/2005  Form WAGES m
Refetral S5-6-Social securty number application request Rpts & Farms |
2102008 \erfication  AGE 2032005
21/2006  Verfication  EMROLLMENT CHOICE 2320056l Addto BRI |
1| | LH
Unrezolved

Find | oK |

When you first view the “Case Status Summary” field in the

“Directory Tree” grid, you will see a + (plus sign) to the left of the
words Case Status (#-tase #atu= ) The + (plus sign) indicates there

are additional directories within the Case Status.

] % Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751)

Program: [ALLPROGRAMS  ~|

iment control date onl

I From: ™ ID2.-’19;"2EID4 'l Through: = |D2£18£2DDS 'I

- Case Status € Cortrol Ot | category | Description | verinvot |-
-- Reguest for Information SIMPSON, BART Detail |
2002005 ‘erffication  AGE 20362005 =
242005 ‘erffication  CHILD SUPPORT Dueride |
20102006 erffication  MARITAL STATUS
20102006 ‘erfication | SSM Refresh List |
202005 erffication  WILLING TO P&Y PREMILM 20362005 -
2002005 erffication  THIRD PARTY LISBILITY ﬂl
2A12005 Verfication  STUDENT e el
20102006 ‘erification  STUDENT
SIMPSON, HOMER —
Referral 55-6-Social securty number application request m
201 /2006 ‘erffication  AGE 2/3/2006 Ripts & Forms |
20 f2006 ‘erfication  EMROLLMENT CHOICE 20302006
202005 erfication  EMROLLMENT CHOICE 232005 .| AddtoRFl |
4 | LI_I
Unrezolved e | oK |

To view the additional directories, place the cursor directly on the +

(plus sign) and click. This expands the directory tree.

Case
Status
Detail

Case
Status



2% Case Status Summary {HOMER SIMPSON - APPLICANT - 100061751}

Pragram: I.t’-‘ALL PROGRAMS 'l Cument conbol date only. W From: |D2J1SEZDD4 'l Through: = ID23"ISJ2DDE 'I

H

| weriy ot |2

] Cortrol Cit I Category I Description
- SIMP 30N, BART SIMPSON, BART
- SIMPSON, HOMER IMI2005  Verfication  AGE
- SIMPEON, LISA Verfication  CHILD SUPPORT
| B-SIMPSON, MARGE 2H02005  Veriicatio
[ Request for Informstion 2H12005  Verfication 55N
2HI2005  Werfication  WILLIMNG TO PAY PREMIUM
IMI2005  Wedfication  THIRD PARTY LIABILITY
IMI2005  erfication  STUDEWT
2MI2005  Werfication  STUDEWT
SIMPSON, HOMER
242005 Farm WAGES
Refetral S5-6-Social securty number application request
IMI2005  Verfication  AGE
MI2005  erfication  EMROLLMENT CHOICE
1| |
Unrezolved

Find

Digtil |

Oyerride

21372005

Refresh List

20372005

HEL

Edit Caze
edit:

Application |
Fipts & Farms |
21352008
20312005 vI Add ta RFI |
»
QK |

Case Status
displaying
group
members

You should now see all the group members with a + (plus sign)
next to the group member’'s name.

The + (plus sign) next to the group member’'s name indicates a
directory for each member. To view the group member’s directory,
click directly on the + (plus sign) for the group member who you
would like to view.

b =k Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751}

Progra: IALL PROGRAMS 'I Curent control dake only: ¥ Fome T ID2.-"19.-"2DD4 'l Through: ™ |D2.-"1 8/2006 'I

[H-Case Status

E| Request for [nformation
- SIMPSOMN, BART
28 < 1hiF S O, HOMER:

- Merification
- SIMPSON, LISA,
L SIMPSON, MARGE

Unrezolved

Detail

Cortrol Ot Category I Description | Due Date | R
SIMP3ON, HOMER

2M/2005  Form W AGES

272008 Merfication  WAGES

1] |

Find

Onetride

Refresh List

e |
o |
gt st |
g o |

Edt Case
Latest edit:

Anplication

Fipts & Forms

Add to RFI

|
|

i

o] 4 |

Directory for
— each group
member

There are nine buttons on the “Case Status Summary” window.

Detail

Override

Allows you to review, and/or modify, an entry
on a detail window that was partially
completed during the interview. Select one of
the entries; click on the detail button to open

the detail window.

Used by supervisors or the Technical Service



e Refresh List
e Edit Case

e Application

e Rpts & Forms

Center to bypass an edit.

Allows you to update the “Case Summary
Detail” grid as you correct the verification
information, or lack of information, that
resulted in the item being displayed.

Causes the “Edit Case” pop-up window to
appear.

Causes the “Form/RFI Detail” window to
appear.

Causes the “Reports & Forms” pop-up
window to appear.

¥ Case Status Summary {(HOMER SIMPS0OM - APPLICANT - 100061751)
Pragram: I.t’-‘ALL PROGRAMS 'l Cument conbol date only. W From: |D2.f’1 942004 'l Through: = |D2x"l 2/2006 'I Deta”
§ cortrol 0t | category | Description | vermv ot |2 %
- 3IMPSON, BART SIMPSON, BART Dietail | Override
- SIMPSON, HOMER IMI2005  Verfication  AGE 21312005
- SIMPEON, LIZA IMI2005  Werfication  CHILD SUPPORT Qyerride
. [ SIMPSON, MARGE IMIE005  verfication  MARITAL STATUS . Refresh
- Request for Informriation IM2005  erfication  35M e L List
202005 Verfication  WILLING TG PAY PREMIUM 20312005 ot
2Mi2005  Verfication  THIRD PARTY LIABILITY —_asei
2012006 Verfication  STUDENT Latestedt: TN Edit
202005 erfication  STUDEMT Case
SIMPSON, HOMER ot
2112005 Form WAGES Mi
Refetral S5-6-Social securty number application request Fipts & Forms ™~ } i
2M2006 Verfication  AGE 2/3/2006 Application
2Mi2006  Verfication  ENROLLMENT CHOICE 2006 | AddtoRF .
« | _l_I
Rpts &
Unresoled Fird | ok | FO rms
e Add to RFI Allows you to add a miscellaneous item to the
e Find Searches for a new individual.
e OK Saves information entered on that window,

and closes the window.



{35 Case Stotus Summery (HOMER SIMPSON- APPLICANT - 10006175) |
Pragram: I.t’-‘ALL PROGRAMS 'l Cument conbol date only. W From: |D2.f’1 942004 'l Through: = |D2x"l 2/2006 'I
{ cortrol 0t | category | Description | weriy ot |2
, BART SIMPSOMN, BART Detsil |
SIMPSON, HOMER IMI2005  Verfication  AGE 21312005 =
SIMPEON, LISA 2102006 erfication  CHILD SURPORT Oeride |
(- SIMPSON, MARGE 2002006 Verfication  MARITAL STATUS
- Request for Informriation IM2005  erfication  35M e L
21/2008  Verfication  WILLING TO PAY PREMILM 2132005 ;
2102008 Verficstion  THIRD PARTY LISBILITY ﬂl
2012006 Verfication  STUDENT LetiEsit e
2102006  erfication  STUDENT Find
SIMPSON, HOMER ~
21/2005  Form WAGES
Refetral S5-6-Social securty number application request Efs & Forms |
2102008 \erfication  AGE 2032005 Add to RFI
21/2006  Verfication  EMROLLMENT CHOICE 203120 <1 AddtoRFI */
< | LI_I
Unrezolved Fird | ok | ¢ | OK

3. Editing the Case

The “Case Status Summary” window functions as a To Do List for
a specific case. This window identifies mandatory entries that are
required in order to determine eligibility, and those that are
incomplete and must be resolved. The categories identifying the
areas requiring correction or resolution are:

e Edit The “Case Status Summary” window edits
the case and provides notice of all fields that
have not been completed, but are mandatory
entries. For example: Language is required.

e Forms The “ Case Status Summary” window will
identify forms that are mailed out, and not
returned. For example: Verification of
Employment.

e Referrals The “Case Status Summary” window looks
for all referrals that have not been resolved
and provides a list showing the incomplete
referrals. For example: Social Security
Number.

e Verifications The “Case Status Summary” window allows
you to review a list of required verifications,
and identifies those still outstanding. When
you entered information on the windows/tabs
during the data entry of your application, ACE
did not force you to verify items before you
forwarded to the new tab. However, you do
need to complete all verifications prior to



approving the case. The “Case Status
Summary” window allows you the opportunity
to see what items have not been verified. For
example: Social Security Number.

e Request for The “Case Status Summary” window looks
Information for all items included on the Request For
Information (RFI) that have not been
completed, and lists those items. For
example: Income.

W Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751} ﬂ
Program: I-"—"«LL FROGRAMS 'l Cumrent conbal date onle. W Frome T |U3.=’U1 A2004 'l Througte ™ |U3HU1 A2006 'I — Edit

s Cortrol 0t | category | Desofigiin ——— | Werify Dt | ~]
£ SMPSON, BART Mpsou, BART | | Detail Form
= SIMP SOW Edit Gradustion Date iz required —
Edit 2012005 Edi e TEEhoNd Pt linked to anath, Ouetide |
Forr— | /008 Edt Type of School is required
Referral < S EES—Ei WTEY BECUIFSTED Befresh List | Ref |
| Verification € — 5 \erification  AGE 2312005 i eterra
- SIMPSON, LISA 2112005 Verfication 22412006 Edt CE_'SE
- SIMPSON, MARGE 2A12005 Verfication  STATE EMPLOYEE MEDICAL BENEFITS ;‘2‘93‘ EHE
- Request for Informatio®——__1 245005 verfication  STUDENT I Verification
24112008 Werfsstian_ WILLING TO PAY PREMIUM 21312005 o
2012005 \Verfication  THIR Ml
2172006 \Verfication  STUDENT 2/24/2006 Figts & Forms |
2172005 \erfication  SSM
21/2005 \Verfication  MARITAL STATUS 20242006 _|  Ad — Request for
4 [ 3 H
| | | Information
Unrezolved e | oK |

One of the unique features of this window is that you can select an
edit, referral, form, or verification directly from the “Case Status
Summary” window. ACE will travel to that window where the edit,
referral, form, or verification originated, allowing you to make the
corrections. Additional information on completing edits, referrals,
forms, or verifications directly from the “ Case Status Summary”
window will be explained throughout this section.

The first step upon completion of the Triage is to edit the case.
When you edit the case, all categories (edit, form, referral, and
verification) will appear. To edit the case, click on “Edit Case”.



¥ Case Status Summary {(HOMER SIMPSON - APPLICANT - 100061751)
Program: IALL PROGRAMS 'l Current contal date only. W From: T IDS.-’D1 £2004 'l Through: = IDS;’D‘I £2006 'I
;. cortrol 0t | category | Description | werny ot [~
7 SIMPSOM, BART SIMPSOMN, BART Dietail |
E| SIMPSON, HOMER 201/2005  Edit Gradustion Date = required —
o o it 21/2008  Edit Wiarring: Person in household ot linked to ancth,.. Dyerride |
- Farm 2012005 Edt Type of Schoal iz required
- Peferral 20102006 Edit WTPY REQUESTED Refresh List |
- atification 2102005  Verfication  AGE 2032005 ; Edit
[ SIMPSON, LISA 2112006 Verfication  RESIDENT 242442005 w -
- SIMPSON, MARGE 2M12005 \Verfication  STATE EMPLOYEE MEDICAL BEMEFITS 22412006 et el Case
(- Request for Information 2112008  Verfication  STUDEMT 212412009
2Mi2005  erfication  WILLING TO PAY PREMILIM 20302005 —
ZHEO06  erfication  THIRD PARTY LISBILITY Application
2Mi2005  erfication  STUDEMT 202402005 EEy=—— |
2H/2005  erfication  SSM 202402005
202005 erfication  MARITAL STATUS 2242005 | AddtoRFI |
4 | ;l_l
Unrezolved Find | oK |

The “Edit Case” pop-up window has the following fields:

e Applicant Displays the name of the customer.

e Control Date |dentifies the month ACE is editing.

e Person Displays the group member being edited.

e Program Displays the name of the program being
edited.

e Action Displays the name of the window being edited.

&% &) !l Q”//— Applicant

Applic:ant:

Control Date

Cortrol Date: €

F'ersu:un:% Person
Program: —
Program
Actioh;:
 Action
The “ Edit Case” pop-up window has three buttons:
e Edit Case Clicking on this button results in ACE editing

the case.



e OK Used to close the window after the edit search
is completed.

e Cancel Closes the window, and does not edit the
case.

i Edlt Ease

Edit Case
nl%m AEEE= _|\ pe
Applicant;
Cantrol Date: / OK

Perzon;
Prograrm:

: Cancel
Action; /

014 | Cancel |

To edit the case, click on the “Edit Case” button.

Once you click on the “Edit Case” button, ACE begins the editing
process. The fields on the “Edit Case” window that were
previously blank now have information displayed. As ACE edits the
case, each group member’'s name is displayed as the mandatory
entries are checked for that group member. This is a continuous

process performed by ACE, until all group members’ entries have
been edited.

When ACE has completed the editing process, the “Action” field
displays the message “Edits Complete”.



. Edit Case

s
‘

Sy &|=e = o

Applicant; BaBA BLEY

Cantrol D ate: - Action
Perzomn:
Progran:

. ' OK
Action; Editz Completed —

Edit Caze |

Cancel

To close the “Edit Case” pop-up window, and return to the “ Case

Status Summary” window, click “OK”.

Upon returning to the “Case Status Summary” window, the

following categories are displayed.
Edit
Form

Referral
Verification

In ACE, edit items are color-coded based on the actions that have

been, or need to be, taken:

If the edit item is... The edit item color is...
Unresolved Red

Resolved Black

Overridden Blue

ltems that are resolved will have either a verified date, or resolved

date, displayed.




Program: IALL PROGRAMS 'l Cumrent conbal date onle. [~ From: IDS.-’DL"ZDM 'l Through: ™ IDS;’D‘IQDDE 'I

El- Casze Status

SIMPSON, MARGE
[+ Request for Information

] =¥ Case Status Summary {(HOMER SIMPS0OM - APPLICANT - 100061751)

| Category | Descriptian I Werify Ot I Resolved * L —
SIMPSON, HOMER
Edit iifarming: Person in household-wesint
FotTi e 212402005 Lrvetride
Referral S5-65-Social zecurity number application request 2712006
Verfication  AGE 24342005 B
Verfication  EMROLLMENT CHOICE 2/3/2005 _ ~
Verffication  ENROLLMENT CHOICE 21302005 Edt Case
Verfication  MARITAL STATUS 21302005 et G
Verfication  STATE EMPLOYEE MEDICAL BENEFITS 34142005 3112008
Verfication  STATE EMPLOYEE MEDICAL BENEFITS 212402005 —
‘erfication  STATE EMPLOYEE MEDICAL BENEFITS 202412005 | jaRolicSion |
Verfication  STATE EMPLOYEE MEDICAL BENEFITS 2942005 Rpts & Forms |
Verfication  STATE EMPLOYEE MEDICAL BENEFITS 217/2005
Werfication  SSM SSI200: - Add ta BFI |
Kl | Ll_l
Unresalved Find | oK |

4. Edits

To view edits only, click on “Edits” in the “Directory Tree” grid.

To resolve an edit, place the cursor on the edit in the “Case Status

Detail” and double click.

] % Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751)

Pragran: IALL PROGRAMS 'l Cumrent contal date only: ™ Fram: IDB.-"D'I.-"ZDM 'l Through: T ID3.-"D'I.-"2DDE 'I

[=-Case Status

SIMPSON, LISA
SIMPSON, MARGE
[+ Request for Information

| Category |

Description

Farm
Referral
Werification
Wierification
Werification
Werification
Wierification
Werification
Werification
Wierification
Wierfication
Werification

Kl

Unrezolved

i AGES

55-6-Social securty number application request

AGE

EMROLLMENT CHOICE

EMROLLMENT CHOICE

MARITAL STATUS

STATE EMPLOYEE MEDICAL BEMEFITS
STATE EMPLCYEE MEDICAL BENEFITS
STATE EMPLOYEE MEDICAL BEMEFITS
STATE EMPLOYEE MEDICAL BEMEFITS
STATE EMPLOYEE MEDICAL BEMEFITS
55N

S g
Edit Warming: Person in household nat linked to anoth. ..

Detail |
212442005 Override |
2M7/2005
212008 Eisfresh List
21302005 _
2362005 _lgd't case
21312005 Latest edit:
o008 3112005
2124/2005
212402005 jabl S2ioT |
2/3/2005 Fipts & Forms
2712005 4|
282005 «| AddwoRF |
ol
Eind | oK |

This action opens the window and tab from which the edits
originated. For example, the edit, “Warning: Person in

household not linked to another”, is for applicant named Homer

Simpson. When you double click on the edit, the “Relationship”
tab on the “Group/Relationship” window opens. In order to
resolve the edit, link Homer to the rest of the household.

Edit, Form,
Referral,
Verification

Resolved

Verify Dt

Edit



4 Group (HOMER SIMPSON - APPLICANT - 100061751, 2/1,/2005)

Group Assighmert T Relationship ]

Group Iist:lHOMEF-! SIMPSON j Contral date:IFeb 2005 vl

Relatiohzhips: Group members: Age: Howzehaold:

SPOUSE OF o MARGE SIMPSON 26 v Houszehold
CHILD OF BART SIMPSON B v

PARENMT CF

SIBLING OF LIZA SIMPSON 3:/

PARENT OF ADULT

STEP-PARENT OF

FOSTER-PAREMNT OF Add |
GRAMDPARENT OF

UNCLE OF e
AUNT OF =] ﬂl Linking

customer to

Group relationships: the rest of
HOMER. SIMPSON SPOUSE OF MARGE SIMPSON ’.‘///—'“ the

HOMER. SIMPSON PARENT OF LISA SIMPSON J household
HOMER SIMPSON PARENT OF BART SIMPSCN

MARGE SIMPSON PARENT OF BEART SIMPSCN

MARGE SIMPSON PARENT OF LIZA SIMPSON

‘ Back | Find | QK | Cancel | Fopward |

Remember: Make sure you are entering the information for the
correct group member.

ACE will open the window from which the edit originated with the
selected group member’s information. Use the “Group List” field
to open the drop down list to view, and select, the correct person.

In the following example, the edit requires entry of the
correspondence language, and double-clicking on the edit will take
you to the “Address” tab on the “Personal Data” window. You
then need to be sure you select the correct group member.



Elgibiity )

[ Living Arrangemert T

Dermographic T Citizenship/Residency T Student Status

T Address B

¥ Member of househald

|FBD 2005 'I

Group

Chemgta]

1
Zip: |35008 |

LISA SIMPEOM
: ‘T! MARGE SIMPSON

Country:|u.s.A. v|

Residence county: |MAR|C0PA

F

Copy residence to household I Copy residence to person... |

Home:lBDQ-GSSQB?B Ext:l Business:| - - Ext:|
CeIIIPager:I - - Ex‘t:l E-mail:l

Copy residence to mailing I

— Mailing

Street 1:[1234 N, EVERGREEN ST Street 2: |

Cﬂy:lPHOEmlx

Copy mailing to household |

State: I@

Zip: ISSDDB |

Courtry: m

Copy mailing to persan... I

Copy mailing to residence |

List

Correspondence Language: |ENGLISH VI

Back | Find | Ok | Cancel |

Forward |

In this example, to resolve the edit you would select a

Correspondence Language, then click on “OK” to return to the

“Case Status Summary” window.

5. Forms

To resolve a forms edit, double click on the edit, and the

“Verification Detail” window appears. To view forms only, click

on “Form” in the “Directory Tree” grid.

b W Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751}

Program: IALL PROGRAMS 'I Cunent control date only: ¥ Frome T |D2.=’19.:’2DD4 'l Through: I IDE;"‘IBQDDB 'l

Descriptian

H

[ Case Status

ControIDtl Category I

| buepate | R

E| Request for Information
L SIMPSON, BART

SIMPSON, HOMER
i AGES

Detail

- Werification
- SIMPSON, LISA
L SIMPSOM, MARGE

2# rzn
20172005 EC

i

W AGES Cemide

Refresh List

Edit Case
Latest edit:

i

Application

Fipts & Forms

|
=T

Add to RFI

1 |

Unresolved

i

o184 |

Find |

Form

For a form to be listed on the “Case Status Detail” grid, the

“Include on the RFI” box must be checked on the “Verification
Detail” window. For example, if the application form indicates that



the customer receives wages, but no verification was provided, you
can obtain the customer’s signature on the Request for Verification
of Employment by including that form on the RFI.

i, Yerification Detail {(MARGE SIMPSON - APPLICANT - 100061752, 2... =l E3

Blaly| s=e v o o

Diescriptian: IWAGES

Giualifier: ITarget

Value: |¢200.00 Verffied: Yes

— Wetfication

Dzt I_f_*"_ 'I I_ Collateral | I_ Crocurmett |
Include
Cliert Statemert: [~ [~ izual | ~ DEW’I/// Form

on RFI

— Farm

¥ Include Formn on RFI ‘{I Resalved: I_,.-'_,.-' vI
Prirt Form | IVERIFIC.&TION - EMPLOYMENT

— Request For Information
W Include Verification an RFI Due:l Resalved: I_.-'_.-' vI

Instructions: % English " Spanish

& copy of pay stubs or a letter from the employer that shows the gross amount of
income for the morthi(s) of May.

— Commerts

118005 Left message for customer at home phone #.

(o] 4 Cancel

To resolve the forms edit, a resolved date is required. This is the
date the customer returned the form to you. To enter the date, use
the ¥ (down arrow) to open the drop down calendar and select the
correct date, or type the date in the “Resolved” field.

After entering the resolved date, click “OK” to close the window.

Once the “Verification Detail” window is closed you will return to
the “Case Summary Status” window. Click “Refresh List”.



i, Form/RFI Detail

Blaly| s|=n = 2 e

Dezcription: IWAG ES

Hualifier: IN uclzar Pawer Plant

— Farm

P

¥ Include Form on BF:

FResakved: |nz;24z2005 v|

<

— Request For Information

v Inchude Yerification on RFI DUEZ|2j28,-'2E|E|5

Instructions:

Resolved: Iugn a/2005 - |

income for the monthiis) of

A copy of pay stubs or a letter fram the employer that shaws the gross amourt of

Comments

Customer stated that the check received on 152605 was unuzually high dueto a
atie time inzpectian in which he had to wark owverime. This will nat occur again.

ak

Cancel |

Resolved

Once the window refreshes, a resolved date will appear, and the
item changes from red (Unresolved) to black (Resolved).

6. Referrals

_HH

Program: IALLPHDGHAMS YI Curert control date only: W From: T |03£D2£2DD4 "l Tihrougt: = IDS.-’D2;"ZDDE VI

To view referrals only, click on “Referral” in the “Directory Tree”

grid.

Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751)

DtI Category |

- 5IMPSON, LISA
- SIMPSON, MARGE

[

/- Request for Informstion

Kl

= C_ase Status Description | Werify Dt | Rezalved |
- SIMPSON, BART SIMPSON, HOMER
= SIMPEON, HOMER Referral 555-50cial security number application request

| &

Unresolved

Find | OK |

Detail

Oerride

Refresh List

EELL

Edit Casze

Latest edit:
3M#2008

Application

Rpts & Forms

Add to RFI |

~—~

Referral

In the “Case Status Detail” grid, only referrals are displayed.



For a referral to be listed on the “ Case Status Detail” grid a
referral button is used on a detail window or a manual referral is
created for tracking purposes. For example, on the “Referrals by
Applicant” window, if you created a referral to the Social Security
Administration the referral is displayed on the “ Case Status
Detail” grid.

If the customer indicated on the application that they did not have a
Social Security Number, this window would have been opened and
a referral completed. In the example below on the “Personal
Data” window, “Demographic” tab, the “Referral” button was

used.
&8 Personal Data (HOMER SIMPSON - APPLICANT - 100061751, 2/1/2005)
[ Living Arangement | Eligibility )
| Demographic T Citizenzhip/Residency T Student Status T Address ]
Group list:[HOMER SIMPSON | |Feb 2006 v|
— Marme m =
" - Lo ame ange
Last:lsmpsom FurstleOMER Middle |nrt|a|:| e Voo (;.g -
e REmE . ) - Mame Change
Last:l F|rst:|| Middle |nrt|a|:|  ves Mo
Werified:
Marital status:lMARRlED v[ Effective date:|1Da’08e’2DD4 'I Yes y Language:lENGLISH j

Werified: Werfied:
Gender:| &M O F poe:[01/051973 ] [ e | pop:|_/_/__ ] _I || |~ Referral
Werified: Referral:
ssm:l - ssmapp|date;|_£_f veres R| rYes |

Ethmicity: — Hative Smerican -

hic !-'-|OTHER j Tr'ibe:l j ?n reser\rra?tlon

FPregrancy Yes [o
I3 applicart preanart: | € ves € o RﬁSENaﬂDhil j

How mary children are expec{ed:l ill —ifilling to pay premium:

— Werified:
Expected dus date: [ _/_J -] [ e ] O s (8 () Wik @l
‘ Eack | Find | (] 4 | Cancel | Formard |

Clicking on the “Referral” button opened a “ Referral Detail”
window.

To resolve the referral, use the ¥ (down arrow) in the
“Resolution” field to view the resolution options, and select the
option that best describes the reason the referral is being resolved.



i, Referral Detail (HOMER SIMPSON - 100061751}

B3y s |=e w = e

— Referral information

Azzigned to: IDAVID RUDMICK (DSRUDMIC)

Created by: IDA‘JID RUDMICK (DSRUDNIC) Created Date: IDZH 712005

— Referral creation
Feferral description: |SS—6—S|:u:iaI zecutity number application request

Referral follaw-up date: ||:|2,-'22,.-'2|j|:|5 vI Due Date: |2o7m0005

Action reguired:
IMus:t receive a S54-2853-0P4 showing that the application has been submitted

I*_I'_“I;

Additional information:

— Referral resolution

Resolution: (e j i

Resolved by: [ e e - Res.olunon
Received 554 Application Corfirmation J Options

Fesolution ConmermsT "

Thie customer provided the Social Security Mumber, ¢ 
— Resolution
Comments

EBrint 814 | Cancel |

The “Resolved by” and Resolution date” are automatically
entered by the system when a resolution reason is selected.

When the resolution reason is entered, click “OK” to close the
“Referral Detail” window, and return to the “Case Status
Summary” window.

Referrals Chapter provides additional information on referrals.

Once the “Referral Detail” window is closed, click “Refresh List”
on the “Case Summary Status” window.

The “Resolved” field displays the date the referral was resolved.

Once the window refreshes the information, a resolved date will
appear, and the item changes from red (Unresolved) to black
(Resolved).



&k Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751}

Program: I.QLL FROGRAMS 'l Currert contral date anly: W From: T IDB.-"D2J2DD4 'l Thraugh: = |D3JD2£2DDB 'l

Resolved
EI--Clase Status it | Categaory | Description | Werify Ot | Resolved l
- SIMPSON, BART SIMPSON, HOMER -5 - |
- SIMPEON, HOMER Referral 55-5-Social security number application request 2420085
Drerride |
Befrezh L
- SIMPSON, LISk SO o Refresh
- SIMPSON, MARGE Latest edi: 3
[+ Fequest for Information El=aE L | St
Applization
Fipts & Forms |
Add to RFI |
Kl | >
Find | 0K |

7. Verification

To view verifications only, click on “Verification” in the “Directory
Tree” grid.

i % Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751}

A
SIMPSON, BART
SIMPSOMN, HOMER
SIMPSON, LISA
SIMPESON, MARGE
[+ Request for Information

Program: IW Current control date anly:. ¥ From: [T IW Thraugh: = IW
Control Dt | Znery | Description | weriy ot [~
SIMPSON, BART f— |
212004 verification § AGE 21352005 —
21520 Werification § CHILD SUPPORT Dwermide |
2020 Werification MARITAL STATUS | Verlfl Catl on
2112085 Verification T @I‘
21520 Werification  JWILLING TO PAY PREMILIM 2032005 §
2020 Werification J THIRD PARTY LISBILITY ml
211200 Verification J| STUDENT st Gt
2112005\ Verificatio STUDENT
SIMPSON, HOMER =
2102005 Formn AGES M
Referral S5-5-Social security number application request Ripts & Foms |
2102008 Verfication  AGE 20352005
JMM005  Verfication  ENROLLMEMWT CHOICE 280005 .| AddtoRFl |
| | L|_I
Urresolved Find | oK |

All required verifications are displayed on the “ Case Status Detail”
grid. If an item is displayed in black, it has been verified. If an item
is displayed in red, it means a mandatory verification was not
verified. For example, “child support” (income) is a mandatory
verification item, but in this example it was not verified.

To complete the “Verification Detail” window, double click on the
item you want to complete.

The “Verification Detail” window opens for the selected item. In
this example, “Wages” was selected, and the “Verification
Detail” window with this description.



In the “Verification” grid, select the appropriate means by which
the verification was completed. For the example, “” Document”

was selected.

. Yerification Detail

Hlaly| s=e 9 o 0

Description: IW'&G g €<

Quialifiet: INucIear Power Plant

alue: I | Werified: Mo
—Werification

Date: |_/ /= [T colistersl | [~ Dl:ncumgnt/l
Client Statement: [~ I_ WisLal | I_ Declarﬂtionl

— Fatm

¥ Include Fotma on RFI Due: I Resolved: [ 2 ! -

Prirt Fotm | I\-‘ERIFICATION—EMPLOYMENT

— Request For Information

¥ Include verification on RFI Due:lz,'za,'p_nns Rezolved: |IErgEERellls

Ihztructions:

A copy of pay stubs ar & letter from the employer that shows the gross amount of
income forthe morthis) of

— Commerts

Customer stated that the check received on 102605 was unusually high dueto a
one time inspection in which he had to wark overtime. This will not occur again,

Crks | Cancel |

_ Description

, Document

Verification
Grid

When the “Documents” window opens, select the document used
to verify the item. In this example, verification is required for
Employment, and a KC-702 is used as the verification. You may

select more than one item if appropriate.

Remember, when you select a document and indicate is has been
verified, you are confirming that the actual document is in the case file.




i, Documents [EN HOEK - APPLICANT - 100066692... E
H|&[] % ||| =
L

. Werified: [ Documents

. Documents:

EMPLOYER DO CUMENT

PAY STUE

REQ FORWERIF OF EMPLOYMENT (DE-206, KC-702

{WERIFIED IN AZTECS

| Select |
Cormments:

Ok Cancel

When you have completed your selection, click “OK”.

Verification Chapter provides additional information on
verification.

Once the “Documents” window is closed, click “ Refresh List” on
the “Case Summary Status” window.

The “Verify Dt” field displays the date the verification was
completed.

Once the window refreshes the information, a resolved date
appears, and the item changes from red (Unresolved) to black
(Resolved).



2% Case Status Summary {HOMER SIMPSON - APPLICANT - 100061751}

Program: I.&LLPHDGHAMS 'l Current contral dake anly. W From T IDBJD‘IJ2DD4 'l Through: = |03£D13’2DDB 'l

El Case Status Cortrol Dt | Categary | Description | Werify Dt |i| Refresh
--S|MPSON, BART 2102005  erfication  STATE EMPLOYEE MEDICAL BEMEFITS List

(- SIMPSON, HOMER, 2112005  Verfication  STATE EMPLOYEE MEDICAL BENEFITS
2102006  erfication  STATE EMPLOYEE MEDICAL BENEFITS

ZHI2005  erfication  STATE EMPLOYEE MEDICAL BENEFITS

2012006 “erfication  WILLING T PAY PREMIUM 24312008 Refresh List | .
IMI2005  Verfication  WAGES 4:-_ Vern‘y
2M0005 erficstion | THIRD PARTY LISBILITY J Edt Case Date

- SIMPSON, MARGE 212005 Verfication  THIRD PARTY LIABILITY it el
[+ Request for Information IMI2005  Werfication  THIRD PARTY LIABILITY
2112008  Werffication  THIRD P&RTY LIABILITY
2112008  Werffication  THIRD P&RTY LIABILITY
2112008  Werffication  THIRD P&RTY LIABILITY

w
=
Pl
=
=]
o

Application

Fipts & Forms |
212008 Werification  THIRD PARTY LIABILITY
22006 Werfication | THIRD PA&RTY LIAEILITY <1 AddtaRF |
o | »
Unresakeed e | oK |

8. Request for Information

To view the items included on the RFI only, click on the + (plus
sign) to the left of “Request For Information” in the “Directory

Tree” grid. The customer’'s name will appear with the + (plus sign)
to the left of their name. Click on the + (plus sign).

In the example below, the “RFI” includes forms and verification
requests. To view what forms were on the “RFI”, click on “Form”.

b W Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751}

Program: IALL PROGRAMS 'I Current contral date only: W From: T |D2.=’1 3/2004 'l Through: I IDE.""I 8/2006 'l Req uest for

I

-- Case Status P Control Ot | Category I Description : Eretrate I P |nf0 rm atl on
= Request for Informatioly SIMPSON, HOMER Detail

-~ SIMPSON, BART 2A2005  Form WAGES =

Sk U, OMER 22008 Verfication  WAGES Qwermide

4da

L Wermcation Refresh List
- SIMPSON, LISA

L SIMPSOM, MARGE Edit Caze Form

,_
o
o
L
@
=1

Application
Fipts & Forms

Add to RFI

i

4] | 2l

Unresolved Eind | oK |

To view the “Form/RFI Detail” window, double click on the item
you want to complete. A “Form/RFI” pop-up window will appear.

To resolve the forms items, enter a resolved date. This would be
the date the customer returned the form to you.



. Form/RFI Detail

Hlaly| sl=el = o e

Diezcription: Iwga ES

[ualifier: INuc:Iear Power Plart

— Form

¥ Include Form on BFI: Resolved: [n2/2422005 -

— Request For Infarmation

¥ Include Yerification on RFI DUEZ|2,.-'28,-'2|:||:|5 Rezolved: quna;zum vI

Ingtructions:

A copy of pay stubs or a letter from the employer that shows the gross amount of
incorne for the ronthis) of

— Commentz

Customer stated that the check received on 1726/05 was unusually high duetoa
ohe time inspection in which he had to wark avertime. Thizs will not accur again.

(] 4 Cancel

. Resolved

After entering the resolution date, click “OK” to close the window.

Once the “Form/RFI” window is closed, you will return to the
“Case Status Summary” window. Click “Refresh List”.

The “Resolved” field displays the date entered on the “Form/RFI”

window, in the “Resolved” field.

Once the window refreshes the information, a resolved date will
appear, and the item changes from red (Unresolved) to black

(Resolved).



] % Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751)

Program: IALL PROGRAMS 'l Cument conbal date only. W Frome T IDS.-’DL"ZDM 'l Through: = IDS;’D‘IQDDE 'I

[E-Case Status
- 5IMPSON, BART
|- SIMPSOMN, HOMER

B SIMPSON, LISA
- SIMPSOR, MARGE
[#- Request for Information

[t | Category | Description I Due Date I Rezolved I
SIMPSON, HOMER Dt
6 [Form __Bwaces .
B Verfication WAGES 21852005 Dwermide |
Befresh List
Edit Caze
Latest edit:
3M 2005

Resolved

Refresh
List

Application |
Fipts & Farms |
Add to RFI |

Kl | >

Find | OK |

To view the verifications included on the “RFI”, click on

“Verification”.
13 o Status summary (HOMER sIMPSON- AppLICANT t00061TS) |
Pragram: IW Cunent control date only: ¥ Frome T lm Through: I Im
--Case Status Cortral Ot | Category I Description | Due Date | R
- Request for Information SIMPSON, HOMER ceisl | Verification

2152005 Form i AGES

2M720058  “Werfication  WAGE

Cherride

Refresh List

tEL

Edit Case
Latest edit:

Application |

Fipts & Forms |

Add to RFI |
1] | -l
Unresolved il | oK |

To complete the “Verification Detail” window, double click on the
item.

The “Verification Detail” window for the selected item will appear.
In this example “Wages” was selected, and the “Verification
Detail” window for income opens.



i, ¥erification Detail {MARGE SIMPSON - APPLICANT - 100061752, 2... [H[=] E3

Baly| &|=a » o 0

Description: IWAGES

Gualifier: ITar'get

Value: |$200.00 Verfied: Yes

— Werficatian

Date: I_f"_-"'_ 'I [T colisteral | [T Document |
Client Statement: [~ [T isual | [~ Dec:laratinnl

— Farm

¥ Include Farm on RFI Due: I Resolved: I_;-'_.-" VI
Prirt Form | I‘JERIFIC.&TION -EMPLOYMERNT

— Request For Information

¥ Include Yerifization on RFI Due:l Rezolved: I_,-'_.-' vI

Instructions: % English i Spanish

& copy of pay stubs or a letter from the employer that shows the gross amout of
income for the monthiis) of May.

—iComments

1/8/05 Left message for customer at home phone #.

Ok Cancel

In the “Verification” grid, select the appropriate means by which
the verification was completed. In the example below, “Pay Stub”
needs to be selected. Click on “Document” to open the detail
window.

When you have completed your selection, click “OK”.



| &. Documents (REN HOEK - APPLICANT - 100066692... Ed

sl &lne » o e

. Werfied: [T

. Documents:

EMPLOYER DOC
Py STUE

REQ FORVERIF OF EMPLOYMENT (DE-206, KiC-702

{VERIFIED IM AZTECS

| Select |
Carmmemnts:

/

Ok | Cancel |

. Pay Stub

. OK

On the “Verification Detail” window in the “Request For
Information” grid, complete the “Resolved” field by entering the
date the information was received from the customer. Use the ¥
(down arrow) to view the calendar to select the date, or type in the
date in the field.



. Yerification Detail

Blaly| & |=e = o e

Description: I'u'u'.&GES

QLilfisr: INucIear Power Plart

Wl I Verffied: Mo

— Wetfication

At I_-"_f’_ 'I [T colatera | [T Document |
Client Statemet: [~ [T visual | [~ Declaratic:nl

— Faorm

¥ Include Form on RFI I Re=zalved: m Resolved
Prirt Farm | IVERIFICATION EMPLOYMENT

— Request Far Infarmation
W Include Werification an FRF | Due:EQBans Fesolved: |Iefgbirsiil]

Instructions:

> Request for
& copy of pay stubs oF a letter fram the employer that shows the gross amournt of Information Grid
incorne for the morth(z) of

— Cormments

Customer stated that the check received on 172608 was unusually high dueto a
ohe time inzpection in which he had to wordks overtime. This will not accur again.

Ok Cancel

Click “OK” when you have completed the “Verification Detail”
entries.

Verification Chapter provides additional information on verification.

Once the “Verification Detail” window is closed, click on “Refresh
List” on the “Case Status Summary” window.

The “Resolved” field displays the date the verification was
completed.

Once the window refreshes the information, a resolved date will
appear, and the item changes from red (Unresolved) to black
(Resolved).



Program: |ALL PROGRAMS

&k Case Status Summary (HOMER SIMPSON - APPLICANT - 100061751)

x| Curent control date only: ¥ From: ™ |uzx19;2004 | Thiough |02£18£2DUE =

H- Caze Status
E| est for Information

- SIMPSOM, BART
- SIMPSOM, HOMER
L SIMPSOM, LISA

L. SIMPSOM, MARGE

Urrezolved

it I Category I Descrption I CDue Date I Re=solved I
SIMPSON, HOMER
£ Form WAGES 202852005
F o Verfication  WAGES 21872005
[« | >
Find | Ok |

%]

Tietail

1y

|

Dverride
Befresh List

Edit Caze

,_
o
o
9
@
=

Application

Rpts & Forms

i

Add to RFI

_ Resolved

~ Refresh
List

Continue editing and refreshing the case until all edits, referrals,
and verifications have been resolved.

The case is ready to disposition only after all edits, referrals and
verifications have been resolved. Instructions for dispositioning

cases are found in Dispositioning Chapter.

verifications.

Note: You can deny a case without resolving all the edits, referrals and




